FILING A DOCUMENT/DOCKETING - BATCH
*EXAMPLE: NOTICE OF PROPOSED DISTRIBUTION**

The following instructions will guide you through the process of filing and docketing a document
for multiple case numbers in Batch Filings under Bankruptcy Events in the Electronic Case Filing
(ECF) system.

STEP 1 Select Bankruptcy from the Main Menu, and then click on Batch Filings hypertext link.

STEP 2 The File a Court document screen appears:

Bankruptc . Adversar . Quer . Reports . Utilities . Logout
ptcy ¥ ¥ P

Case Number(s)

0z-60048 B
02-60053
02-60054|
ﬂ 00-12345, 1:99-bk-12345 or 1-99-bk-12345
Mext | Clear |

* Enter multiple case numbers by hitting Enter after each one, and click on the
Next button to continue.

* If the computer prompts that you entered an invalid case number, click on
Back hypertext link to re-enter.

2 Click on Next.



STEP 3 File a Document screen appears:

SECF
3] Bankruptcy

File a Court document

Adversary

Query +  Reports «  Utilities Logout

02-60048 JOE DEBTOR
02-60053 SATLY AN DEETOR,
02-60054 BROWN D PUPPY

Chapter 13 Trustee's Consent to Plan (hatch

Chapter 7 Trustee's Report of N Distribution & First Meeting Held(batch)
Final RptAcctAsset(batch)

Meeting of Creditars Continued{patch)

Meeting of Creditars Held! (batch)

No Asset Report (Reserving Pightto Respen){batch)
Objection ta Confirmation of Plan (oatch)

Next Clear

Using up and down arrows to right of box, scroll the options to highlight the
type of document being filed.

Click on Next to proceed, or Clear to repeat selecting.

STEP 4 A second File a Document screen appears:

EEC F Bankruptcy . Adversary Logout

File a Court document: 02-60048 JOE DEBTOR 02-60053 SALLY ANN DEETOR 02-60054 BROWN D PUPPY
02-50048 JOE DEETOR

Query Reports . Utilities

I\\Ushcmta\.fr_data\\magmg\imaging\Tr Browse
02-60053 SATLY ANN DEBTOR I\\Usbcmtsvr_data\\magmg\imaging\Tr Browse...
02-60054 BROWI D PUPPY |\\Usbcmtsvr_data\\magmg\imaging\Tr Browse...

* Type filename in each box, or click on Browse to search for file.

2 After all files have been identified, click on Next.

STEP 5 Docket Text: Modify as Appropriate screen appears.

EEC F Bankruptcy . Adversary

Query = Reports . Utilities . Logout o?
File a Court document: 02-60048 JOE DEBTOR 02-60053 SALLY ANN DEETOR 02-60054 BROWN D PUPPY

Docket Text: Modify as Appropriate.

(I - | Chapter 7 Trustee's Notice of Proposed Distribution . (RICHARDSON,
ROSS)

M Clearl




To add a prefix to docket text of motion/application:
Click on the arrow to right of first box.
Select correct modifier.

2

2

* To add additional text:

L 4 Click in the second box.

L 4 Type in any additional description of motion/application.
L 4 Click on Next to continue

Verify docket entry as it appears on screen.

If correct, click on Next to submit filing to court.

If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

‘AR R 4

STEP 6 Docket Text: Final Text screen appears.

UE F Bankruptcy . Adversary . Query » Reports . utilities . Logout '?.

File a Court document: 02-60048 JOE DEBTOR 02-60053 SALLY ANN DEBTOR 02-60054 BROWN D PUPPY

Docket Text: Final Text
Chapter 7 Trustee's Notice of Proposed Distribution. (RICHARDSON, ROSS)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Clear

L 4 Verify docket entry as it appears on screen.

L 4 If correct, click on Next to submit filing to court.

L 4 If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

Receipt of Filing

Once entry is submitted after final approval, the Notice of Electronic Filing screen appears.
This screen gives confirmation that the system has received the entry, and the entry now is an
official court document. Scroll down to view entire receipt.



o
EE F Bankruptcy Adversary . Query + Reports ilities Logout ?

File a Court document: 02-60048 JOE DEBTOR 02-60053 SALLY ANN DEBTOR 02-60054 BROWN D PUPPY B

Metice of Electronic Filing

[The following transaction was recetved from RICHARDSON, ROSS entered on 12/13/2002 at 3:10 P WM and filed on 12/13/2002

Case Name: JCE DEETOE

Case Number: 02-60048

[Document Number: 2

Case Name: SALLY AWM DEETCR

Case Number: 02-60053

[Document Numher: 4

Case Name: BEOWHN D PUPPY

Case Number: 02-60054 —
[Document Number: 2

Docket Text:
(Chapter 7 Trustee's Notice of Proposed Distribution. (RICHARDSON, ROSS)

The following document(s) are associated with this transaction

(Case Number: 2-60048

[Document description:

(Original filename:/TTsbomtswr_datafmagingimagingTraming Imagesi01-40464-mamd pdf
[Electronic document Stamp:

[STAMP blecfStamp_ ID=%86323682 [Date=12/13/2002] [FileNumber=688-0] [6
E105def82b 354 cc 157750 18430f23a3cb3 1be 36 ddeb B 28bEd 765335 bee 004 1£207
[foc%7c72c480dal3d2dfa8cTb3c0bedfBB 2t 7ed4ded85dR3%9be34170]]

The Notice of Electric Filing appears each time you submit a filing to the court through the ECF
System. Each notice will include the following:

Who filed the document:

Date and Time:

Case Name:

Case Number:

Document Number:

Original filename (pdf):

Electronic document Stamp:

Print receipt

L 4 Click on File at top of Internet Explorer screen and select Print, or

L 4 Click on the Printer Icon at the top of the page.

[Note: It is highly suggested that copies of receipts be maintained for your records]
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